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Agency Secretary
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_______________________________________________

Edwin F. Lowry, Director
8800 Cal Center Drive

Sacramento, California 95826
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o Include Public Participation Specialist in initial project scoping and consult regularly
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The Legislature has found that access by the people of this state to public records
is a fundamental and necessary right. The Legislature finds that it is necessary to
further the public’s right to access to public records pertaining to hazardous waste
management, information, and cleanup, to assure the fullest opportunity for public
participation in permitting and other decisions in order to protect public health and
the environment. (Health and Safety Code (HSC) § 25103)
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Public Participation Specialist Project Manager
PPS, PM, or

clerical supportActivity

♦ Request Community Profile from project
proponents & forward to PPS

♦ Draft Community Survey cover letter
♦ Review survey comments & make

recommendations

♦ Suggest interview participants
♦ Review & make recommendations on

questions
♦ Comment on summary
♦ Participate in interviews, if necessary

♦ Review and comment
♦ Program needs to approve or concur

♦ Identify known interested parties/gencies
♦ Acquire contiguous property owners and

occupants list from RP or permit applicant

♦ Consult on need for a fact sheet
♦ Prepare first draft of text
♦ Provide additional info. as requested
♦ Review, edit & approve final document for

technical accuracy

♦ Prepare public notice/radio ad
♦ Obtain bids
♦ Prepare service authorization
♦ Place ads as directed

♦ Coordinate w/PPS on meeting plans
♦ Prepare presentations
♦ Participate in dry runs
♦ Coordinate with PPS on graphics
♦ Participate in meeting
♦ Develop graphic/handout text

♦ Identify documents to go into repository
♦ Provide copies to library for inclusion

♦ Write draft response to comments
♦ Refer comments to other appropriate DTSC

staff for draft responses
♦ Distribute draft for final review
♦ Finalize & distribute the response to

comments

♦ Coordinate with PPS on needs/scope of
work

Community Profile

Community Survey

Community
Interviews

Public Participation
Plan

Mailing List

Fact Sheets

Public Notices

Public Hearings/
Meetings

Information
Repositories

Response to
Comments

Task Order
Preparation

♦ Review Community Profile
♦ Make recommendations for further assessment

♦ Develop survey questions
♦ Review & approve survey cover letter
♦ Determine scope of distribution
♦ Evaluate & summarize the results of the survey

♦ Identify needs for interviews
♦ Identify interview scope
♦ Identify language spoken
♦ Prepare/approve questions
♦ Conduct interviews
♦ Review assessment summary (write for state-

lead sites or permits)

♦ Review & approve (write for state-lead sites or
permits)

♦ Identify scope
♦ Identify known contacts
♦ Review & approve mail list

♦ Identify need/objective/scope
♦ Edit/revise/finalize
♦ Approve final

♦ Review & approve ads
♦ Identify media to use

♦ Identify need/objective/time frame
♦ Identify location
♦ Develop agenda
♦ Coordinate development of presentations for all

participants
♦ Review/approve presentations
♦ Conduct dry runs
♦ Approve graphic/handout text

♦ Establish location
♦ Identify documents to be included
♦ Monitor status during project

♦ Provide input to Project Manager on
organization & scope of response to comments

♦ Review response to comments for clarity &
responsiveness

♦ Respond to comments on PP
♦ Elevate community comments to DTSC

management for consideration, if necessary.

♦ Identify need/scope of work, budget

♦ Prepare Community
Profile for state-lead sites

♦ Print & mail survey

♦ Schedule interviews

♦ Prepare tables for state-
lead sites or permits

♦ Gather data for mailing list
♦ Enter into database
♦ Update as needed

♦ Graphic design & layout
♦ Printing & mailing

♦ Make meeting room
arrangements

♦ Arrange for interpreter/court
reporter, if needed

♦ Prepare meeting supplies
(sign-in sheets, name tags,
comment forms)

♦ Inventory all documents
sent to repository

♦ Forward documents
requested

♦ Prepare task order
♦ Track invoices/balances
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 Public Participation File o o
 Phone Log o o o o o o
 Community Profile x x x
 Community Survey o x
 Public Participation Plan x o
 Mailing List/update o x x x x
 Information Repository(ies)/update o x x x x x
 Inform Other Agencies x x x x o o x
 Brief Local Officials o o o o o o o
 Information Letter/Flyer o o o o o o o
 Fact Sheet o o x x o o x
 Public Notice o o x o o
 30-Day Public Comment Period x o
 Community Meeting o o x o x
 Small Group Meeting o o o o o o
 Briefing o o o o o o
 Workshop o o o o o o
 Open House o o o o o o
 Community Advisory Groups o* o* o* o* o* o*
 Restoration Advisory Boards o o o o o o o
 Technical Review Committee Mtg o o o o o o
 Response to Comments x o
 Letter of Completion o o
 Update Public Participation Plan o o o o
 Monitor Community Interest o x x x x x

Public Participation Activities

Preliminary
Endangerment

Assessment
(PEA)

Remedial
Investigation
& Feasibility

Study

Draft
Remedial

Action Plan

Final
Remedial

Action Plan

Design &
Implementa-

tion
Site

Discovery
Removal
Action

Workplan
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Public Participation Activities
Preliminary

Endangerment
Assessment

(PEA)

Remedial
Investigation
& Feasibility

Study

Draft
Remedial

Action Plan

Final
Remedial

Action Plan

Design &
Implementa-

tion
Site

Discovery

Interim
Remedial
Measures/
Removal
Action

+���
���	���
����	!���	C+�!D	�����	&���

 Establish/Update Administrative
     Record x x x x x
 Notice of Availability of
     Administrative Record x x x
 Post Public Notice at Site o x o
 Paid Radio Ad o
 Public Service Announcement o o
 Notice of Availability of TAG x

!�����,			
		E	%�/�����					
		E	&���
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o* = CAG is required if community requests one
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Preliminary Endangerment Assessment
Community Profile

Fact Sheet &
Public MeetingsRemedial

Investigation
& Feasibility

Study
Risk

Assessment

Remedial Design
Fact Sheets & Public Meetings

Baseline Community
Survey

Community Assessment/
Public Participation Plan

Certification

Implementation
Final RAP

Final CEQA Document
Response to Comments

Draft Remedial Action Plan
Proposed CEQA Document

Public Notice, Fact Sheets & Public Meetings

Operation &
Maintenance
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DEPARTMENT OF TOXIC

SUBSTANCES CONTROL

FACT SHEET

JUNE 2001

California

Environmental

Protection Agency

It is DTSC’s mission

to protect public

health and the

environment from

harmful exposure

to hazardous

substances.

Stringfellow
Hazardous Waste Site

PRELIMINARY PERCHLORATE FINDINGS

DEPARTMENT
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C

SUBSTANCES
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N
T

RO
L

Introduction
The California Environmental Protection Agency, Department of Toxic Substances
Control (DTSC) has prepared this fact sheet to announce the preliminary findings
and notification of Perchlorate at the Stringfellow Superfund project in Glen
Avon, California.

Perchlorate is a chemical used in solid fuel for rockets, missiles and fire propellant
and other industrial applications and moves rapidly in groundwater. In 1997, the
Department of Health Services (DHS) completed extensive sampling in northern
and southern California using a new sensitive analytical method and documented
perchlorate through these studies in drinking water wells. Perchlorate can be
detected in groundwater at 4 parts per billion (ppb).

Why You Are Receiving This Fact Sheet
DHS sets California’s drinking water standards. DHS uses an advisory action
level of 18 ppb to protect consumers from adverse health effects. If perchlorate in
drinking water exceeds its action level, DHS recommends that the public water
system inform its consumers and customers about the presence of the contaminate
and its potential for adverse health effects. Residents of Glen Avon are not relying
on private wells for their drinking and domestic water uses because DTSC
connected them to the Jurupa Community Services District (which provides
residents with water) in the mid-1980s. However, DTSC believes the residents
should be aware of recent findings and through this fact sheet is notifying residents
of perchlorate in Glen Avon groundwater.

Background
Site Description

The Stringfellow site is located in the uppermost reaches of Pyrite Canyon, north
of Highway 60, approximately 50 miles east of Los Angeles near the community
of Glen Avon, California (see Figure 1). Several commercial developments exist
downstream in Pyrite Canyon, south of the Stringfellow site, including a
construction company, a welding shop, a rock quarry, and a household appliance
recycling facility. Pyrite Canyon is bordered by the Jurupa Mountains to the east
and west that are steeply sloped and undeveloped.  Approximately 12,000 feet
southwest of the Stringfellow site is the residential community of Glen Avon.
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Voluntary Cleanup Agreement
Community Profile

Site Characterization
Draft Removal Action Workplan (RAW)

Proposed CEQA Document
Fact Sheet & Public Meeting

Community AssessmentPreliminary Endangerment
Assessment

Certification

Implementation Final RAW
Final CEQA Document

Operation &
Maintenance
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Site
Discovery
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Introduction
The California Environmental Protection Agency, Department of Toxic Substances
Control (DTSC) has prepared this fact sheet to announce the preliminary findings
and notification of Perchlorate at the Stringfellow Superfund project in Glen
Avon, California.

Perchlorate is a chemical used in solid fuel for rockets, missiles and fire propellant
and other industrial applications and moves rapidly in groundwater. In 1997, the
Department of Health Services (DHS) completed extensive sampling in northern
and southern California using a new sensitive analytical method and documented
perchlorate through these studies in drinking water wells. Perchlorate can be
detected in groundwater at 4 parts per billion (ppb).

Why You Are Receiving This Fact Sheet
DHS sets California’s drinking water standards. DHS uses an advisory action
level of 18 ppb to protect consumers from adverse health effects. If perchlorate in
drinking water exceeds its action level, DHS recommends that the public water
system inform its consumers and customers about the presence of the contaminate
and its potential for adverse health effects. Residents of Glen Avon are not relying
on private wells for their drinking and domestic water uses because DTSC
connected them to the Jurupa Community Services District (which provides
residents with water) in the mid-1980s. However, DTSC believes the residents
should be aware of recent findings and through this fact sheet is notifying residents
of perchlorate in Glen Avon groundwater.

Background
Site Description

The Stringfellow site is located in the uppermost reaches of Pyrite Canyon, north
of Highway 60, approximately 50 miles east of Los Angeles near the community
of Glen Avon, California (see Figure 1). Several commercial developments exist
downstream in Pyrite Canyon, south of the Stringfellow site, including a
construction company, a welding shop, a rock quarry, and a household appliance
recycling facility. Pyrite Canyon is bordered by the Jurupa Mountains to the east
and west that are steeply sloped and undeveloped.  Approximately 12,000 feet
southwest of the Stringfellow site is the residential community of Glen Avon.
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 Phone Log o o o o o o o o o o o
 Community Assessment o x x o o o o
 Community Profile o x x x o o o o
 Community Survey o o o o o o o o
 Public Participation Plan x x o o o
 Mailing List/update x x x x x x x x x x x
 Information Repository(ies)/
    update x x x x x x x x x x x
 Inform Other Agencies x x x x x x x x x x x
 Brief Local Officials o x x x x o o o x
 Information Letter/Flyer o x x x o o o o
 Fact Sheet x x x x x x x x x
 Public Notice x x x x x x x x x x x
 Newspaper Display Ad x x x x x x x x x x
 Newspaper Legal Notice o o o o o o o o o
 Paid Radio Ad x x x x x x x x
 Public Service Radio Spot o o o o o o o o
 30-Day Public Comment
    Period o
 45-Day Public Comment
    Period x x x o x x x x
 60-Day Public Comment
    Period o o o x x o
 90-Day Public Comment
    Period o o o o
 Briefing o o o o o
 Workshop o o o o o
 Open House o o o o o
 Small Group Meeting o o o o o
 Public Hearing o x x o o o o
 Transcript o x x o o o o
 Analysis of Comments x x x x x x x x
 Response to Comments x x x x x x x x
 Notice of Final Decision x x x x x x x x
 Monitor Community Interest x x x x x x x x x

Public Participation
Activities

Class 1
Permit
Mod.

Class 2
Permit
Mod.

Class 3
Permit
Mod.

Non-PBR
TTU

Permit
PBR TTU
Permit

Incin.
BIF Trial

Burn

Stan-
dardized
Permit
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BIF

Permit

High
Interest
Permit

Low
Interest
Permit

RD&D
Permit
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 Public Participation File x x x x x x x x x* x x
 Document Inquiries x x x x x x x x x* x x

 Phone Log x* x* x* x* x* x* x* x* x* x* x*
 Community Assessment x x x* x*

 Community Profile x
 Community Survey x*
 Public Participation Plan x* x

 Mailing List x x x x x x x x x* x x
 Information Repository(ies) x x x x x* x x x x* x* x

 Inform Other Agencies x x x x x* x x x x* x x
 Brief Local Officials x* x* x x* x* x* x*

 Information Letter x* x* x* x*
 Flyer x* x*
 Fact Sheet x x x x x x x* x x

 Public Notice x x x x x^ x^ x= x x* x x
 Direct Mail x x x x x^ x^ x= x x x

 Newspaper Display Ad x x x x x^ x^ x= x x x
 Paid Radio Ad x x x x x x
 Public Service Radio Spot x* x* x* x*

  45-Day Public Comment
    Period x x x x x x
 60-Day Public Comment
    Period x* x^ x^

   Briefing x* x* x* x*
 Workshop x* x* x* x*
 Open House x* x* x* x*
 Small Group Meeting x* x* x* x*

 Public Information Meeting x* x x^ x^ x* x*
 Public Hearing x* x x x x x

 Transcript x x x x x x
 Analysis of Comments x x x x x x x
 Response to Comments x x x x x x x

 Notice of Final Decision x x x x x x x
 Monitor Community Interest x x x x x x x x

Public Participation
Activities

Class 1
Permit
Mod.

Class 2
Permit
Mod.

Class 3
Permit
Mod.

Non-PBR
TTU

Permit
PBR TTU
Permit

Incin.
BIF Trial
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Stan-
dardized
Permit
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 Document Inquiries o x o o x x x x x o o
 Community Assessment x o x x x o x
 Community Profile x x o x
 Community Survey o o o o
 Public Participation Plan o o
 Mailing List/update x x o x x x x o x x x
 Information Repository(ies)/
    update x o o o x x o x
 Inform Other Agencies x o o x x x x x o o
 Brief Local Officials o o o o o o o o
 Information Letter o o o o
 Flyer o
 Fact Sheet o x o o x o x o o
 Public Notice x x o x o x x x x x x
 Newspaper Display Ad o x x o x x x x x x
 Newspaper Legal Notice o o o o o o o
 Paid Radio Ad x x o o o o
 Public Service Radio Spot o o o o o o
 30-Day Public Comment
    Period o o x x x
 45-Day Public Comment
    Period o x o x
 60-Day Public Comment
    Period o x o o
 90-Day Public Comment
    Period o o
 Briefing o o o
 Workshop o o o
 Open House o o o
 Small Group Meeting o o o
 Public Scoping Meeting x
 Public Hearing o o x o x
 Transcript o o x o x
 Analysis of Comments x x x
 Response to Comments x x x x
 Notice of Final Decision o x x x x x
 Monitor Community Interest o o o

Public Participation
Activities

Correct
Action

RFI

Correct
Measures

Study

Permit
Appeal
Grant
Denied

Low
Interest
Closure

High
Interest
Closure

Temp.
Author.

CEQA
Negative
Declara-

tion

������	�����������
�	����������	������

13�	����������	��
������	C�
�������D
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All
Variances

SEB
Clean Up

Emer-
gency
Permit

CEQA
Env.

Impact
Report
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DTSC Reviews
Application

Determination of
Technical

Completeness

Draft Permit or
Notice of Intent to Deny

Receipt of
Application

Final Permit
Decision
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����

Public Notice &
Fact Sheet

Public Comment
Period

Public Hearing if
Necessary

Applicable CEQA
Requirements

Notice of Decision &
Response to
Comments
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PP Plan Repository
Fact Sheets

Informal Meetings
Workshops

Community
Assessment

News Release
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DEPARTMENT OF TOXIC

SUBSTANCES CONTROL

FACT SHEET

JUNE 2001

California

Environmental

Protection Agency

It is DTSC’s mission

to protect public

health and the

environment from

harmful exposure

to hazardous

substances.

Stringfellow
Hazardous Waste Site

PRELIMINARY PERCHLORATE FINDINGS

DEPARTMENT
O

F
T

O
XI

C

SUBSTANCES
CO

N
T

RO
L

Introduction
The California Environmental Protection Agency, Department of Toxic Substances
Control (DTSC) has prepared this fact sheet to announce the preliminary findings
and notification of Perchlorate at the Stringfellow Superfund project in Glen
Avon, California.

Perchlorate is a chemical used in solid fuel for rockets, missiles and fire propellant
and other industrial applications and moves rapidly in groundwater. In 1997, the
Department of Health Services (DHS) completed extensive sampling in northern
and southern California using a new sensitive analytical method and documented
perchlorate through these studies in drinking water wells. Perchlorate can be
detected in groundwater at 4 parts per billion (ppb).

Why You Are Receiving This Fact Sheet
DHS sets California’s drinking water standards. DHS uses an advisory action
level of 18 ppb to protect consumers from adverse health effects. If perchlorate in
drinking water exceeds its action level, DHS recommends that the public water
system inform its consumers and customers about the presence of the contaminate
and its potential for adverse health effects. Residents of Glen Avon are not relying
on private wells for their drinking and domestic water uses because DTSC
connected them to the Jurupa Community Services District (which provides
residents with water) in the mid-1980s. However, DTSC believes the residents
should be aware of recent findings and through this fact sheet is notifying residents
of perchlorate in Glen Avon groundwater.

Background
Site Description

The Stringfellow site is located in the uppermost reaches of Pyrite Canyon, north
of Highway 60, approximately 50 miles east of Los Angeles near the community
of Glen Avon, California (see Figure 1). Several commercial developments exist
downstream in Pyrite Canyon, south of the Stringfellow site, including a
construction company, a welding shop, a rock quarry, and a household appliance
recycling facility. Pyrite Canyon is bordered by the Jurupa Mountains to the east
and west that are steeply sloped and undeveloped.  Approximately 12,000 feet
southwest of the Stringfellow site is the residential community of Glen Avon.
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Review for
Exemptions

Initial Study

Review for
Exclusions

Environmental
Assessment

Finding of No
Significant Impact Negative Declaration

EIS EIR

Notice of Intent

Scoping

Draft EIS

Public and Agency Review

EPA Filing
Federal Register Notice

Final EIS

Public and Agency Review
EPA Filing/Federal Register Notice

Agency Decision

Record of Decision

Notice of Preparation

Scoping

Draft EIR

Public and Agency Review

State Clearinghouse Review

Final EIR

Review of Responses by
Commenting Agencies

Agency Decision

Findings:
Statement of Overiding Consideration

or Mitigation Monitoring Program
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File Draft
Negative Declaration

Place Copy in
Information Repository

Place Public Notices

Mail Fact Sheet

Respond to Comments

Issue Notice of
Determination
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The notice �$��� include:
1. Description of project.
2. Location of project.
3. Potential impacts on environment.
4. Date, time and place of any public meeting.
5. Location of documents available for review.
6. Address where written comments may be sent.
7. Deadline date for submitting comments.

The notice ��� include:
1. Agency’s preliminary determination regarding

impacts considered less than significant.
2. Potentially significant impacts.
3. Scope of and analyses and methodologies for

preparation of EIR.
4. Preliminary description of alternatives to be

considered.

NOP
opens a

30-day comment period

NOP
announces Lead Agency’s
decision to prepare an EIR

Expanded NOP requires a
public newspaper notice



Public Participation Policy and Procedures Manual * October 2001 Chapter 5, Page 19

�$�	�*%	��
����	�
�	�������

Notice of Preparation

Scoping Meetings
Agency and Public

Notice of Completion
Announces that a draft EIR is complete

Public Notice
of draft EIR

Public Hearing

Response to Comments

Notice of Determination
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♦ Review Community Profile

♦ Make recommendations for further
community assessment

♦ Prepare community profile for State-lead
sites

♦ Request Community Profile from Fee-
for-Service, Voluntary Cleanup, and
PEA proponents

♦ Forward Community Profile to PPS

Public Participation Specialist Project ManagerPPS, PM, or clerical support
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The following criteria can be used as general guidelines for evaluating whether the level of community interest is
“high” or “low” for a specific project. No single answer will necessarily determine if a project is of high interest,
rather the answers should be evaluated by the Public Participation Specialist and project manager as a whole.
This determination is useful for developing an appropriate and responsive public participation program. These
are only general guidelines and cannot replace a site-specific community assessment. Also, it should be
recognized that community interest may change at any point during the site mitigation or hazardous waste
management process. Therefore, the project staff and Public Participation Specialist should continually monitor
community interest.

Project
  Type  “High” Interest Criteria  Yes     No

  ALL Site is close to residences, schools or businesses or other sensitive populations.

  ALL Site may pose a risk to public health or the environment. There are obvious
exposure pathways, such as ground or surface waters, dust, odors or prevailing
winds, by which contaminants could reach humans or wildlife.

  ALL Local community believes that the site may pose  health risk.

  ALL The community has demonstrated previous interest in toxics or other environmental
issues.

  ALL Local officials, citizens and other agencies are familiar with the project and have
concerns.

  ALL Site location has been the subject of a high level of public interest, as evidenced by
media coverage or other community activity.

  ALL Local communities are concerned that property values may decline because of the
site.

  ALL Local communities have a negative view of, or questions, DTSC credibility.

  ALL There have been community inquiries, either to DTSC or other local agencies.

  ALL There are numerous hazardous waste facilities or sites within one geographical
location (e.g., city limits or particular neighborhood).

  ALL The site may become an election issue or have political ramifications.

  HWMP The application is for a land disposal closure or permit for retrofitting.

  HWMP The application is for an incineration or boilers and industrial furnaces (BIF) permit.
NOTE: It is the DTSC policy to classify ALL incinerator permit applications as “high”
interest.

  HWMP Permit applicant or facility has a poor reputation within the community.

  HWMP The proposed technology (i.e., incinerator, landfill, commercial treatment & storage
facility) has a negative reputation within the community.

  HWMP The permit application is for a large, commercial treatment and storage facility.
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All major headings and bullet items in Exhibit 6-2 should be addressed. Additional guidance is provided in the
Exhibit in italic. Upon completion the Community Profile shall be submitted to the DTSC for review and approval
by the Public Participation Specialist.

Site/Project Name: _______________________________________

Site/Project Description
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Key Issues and Concerns
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Recommended Public Participation Activities
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Department Public Participation Specialist Approval (signature and date)

Your name here          (date)
DTSC Public Participation Specialist
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♦ Develop survey questions.

♦ Review & approve Community Survey
cover letter.

♦ Determine scope of distribution.

♦ Evaluate & summarize the results of the
Community Survey.

♦ Prepare draft of Community Survey
cover letter.

♦ Print & mail survey. ♦ Review survey comments and make
recommendations.

Public Participation Specialist Project ManagerPPS, PM, or clerical support
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♦ Identify need for interviews.

♦ Identify interview scope.

♦ Prepare/approve questions.

♦ Conduct interviews.

♦ Review assessment summary (write for
state-lead sites or permit).

♦ Approve the list of interviewees.

♦ Schedule interviews. ♦ Suggest interview participants.

♦ Review and make recommendations
on questions.

♦ Participate in interviews.
♦ Comment on summary.
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Public Participation Specialist Project ManagerPPS, PM, or clerical support
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♦ Identify need / objective / scope.

♦ Edit/revise / finalize.

♦ Approve final.

♦ Graphic design & layout.
♦ Printing & mailing.

♦ Prepare first draft of text.

♦ Provide additional information, as
requested.
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Public Participation Specialist Project ManagerPPS, PM, or clerical support
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TOPICS DEFINITION OF TOPICS

Introduction State purpose of the fact sheet, summarizing contents.

Site/Facility History Identify location (may use maps), site history, enforcement  history, RP/proponent, etc.
Specify that complete information is available in the repository.

Agencies’ Responsibilities Identify lead agency and all involved agencies’ roles and responsibilities.

Laws & Regulations General overview of primary hazardous waste laws/regulations applicable to the
project, e.g., CEQA.

Process Discussion of agency steps involved in IRP/remediation/permit determination/closure
plan.

Sampling Results Applies to relevant data pertaining to site activities/facility permitting/closure process.

Upcoming/Ongoing Activities On-site activities expected in near future which would provide data for remedial/
permit/closure plan/corrective action activities.

Schedule A discussion of when milestones are expected to be revealed.

Community Involvement Identify public meetings, hearings, workshops, community  interviews, agency

Opportunities availability, public comment period, and where to send comments.

Glossary All terms used in the fact sheet, which would be unfamiliar to the reading audience.

Coupon Allows reader to be placed on mailing list or to change address. Include disclosure
statement of Public Records Act requirement.

Contact Person(s) List DTSC primary contact person(s) (address & phone #). Should be Program
Manager and Public Participation Specialist, and other agreed upon contacts.

Repository Location(s) List the address, phone # and hours of operation for repositories. May include the
name of a contact person at the repository.

Survey Allows reader to provide comments on agency performance, remedial activities, etc.

TDD Fact sheets must include DTSC’s TDD telephone number.

ADA Compliance with Americans with Disabilities Act for meeting facilities.

Website and e-mail contacts
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         Production Time (in work days)
Activity 30 25 20 15 10 5 Mail Date

Determine contents of fact sheet X 0

Prepare first draft of text X 0

Collect/develop photos, maps, other graphics X 0

Notify layout & design artist and printer of upcoming work X 0

Circulate text and graphics for review          X 0

Revise text to reflect comments            X 0

Make necessary changes to graphics            X 0

Circulate text and graphics for final concurrence X 0

Layout text and graphics in DTSC-approved Fact Sheet template         X 0

Make any final changes to text and/or graphics X 0

Obtain final approval of the Fact Sheet       X 0

Give final copy to printer X 0

Apply mailing labels to printed Fact Sheets         X 0

Mail fact sheets via First Class Mail**                  X 0

 * Keep in mind that more time may be necessary depending upon the number of individuals involved in the
development and review process.

** Allow three days for fact sheets to reach people via First Class mail.
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Project: ____________________________________________________________________________________________

Fact Sheet Name/Number: ____________________________________________________________________________

Targeted Mailing Date: _______________________________________________________________________________

Activity Responsible Person(s) Due Date

___Determine purpose and focus of fact sheet. ____________________ _______

___Develop outline. ____________________ _______

___Organize contents in a logical manner. ____________________ _______

___Determine appropriate graphics. ____________________ _______

___Update mailing list. ____________________ _______

___Draft text. ____________________ _______

___ Identify typesetter and printer. ____________________ _______

___Work with Public Participation Specialist, contractor or graphic artist to
develop graphics. ____________________ _______

___Review and approve draft text and graphics. ____________________ _______

___Work with typesetter to design fact sheet. ____________________ _______

___Develop rough layout of headlines, page layouts, and positions of graphics. ____________________ _______

___Determine column format. ____________________ _______

___Determine information to be highlighted through shading, lines, boxes or
other methods. ____________________ _______

___Choose font(s) and point sizes of type. ____________________ _______

___Place mailing coupon on reverse side of mailing label. ____________________ _______

___Select weight and color of paper, and color of ink. ____________________ _______

___Revise text to reflect comments. ____________________ _______

___Work with graphic artist to revise graphics. ____________________ _______

___Circulate text and graphics for final concurrence. ____________________ _______

___Approve final text, graphics, and layout. ____________________ _______

___Give text and graphics to typesetter. ____________________ _______

___Proofread typeset, laid out copy. ____________________ _______

___Work with typesetter to make corrections. ____________________ _______

___Label fact sheets. ____________________ _______

___Mail fact sheets.
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♦ Identify scope.

♦ Identify known contact or contractor.

♦ Review & approve mail list.

♦ Gather data for mailing list.
♦ Enter into database.
♦ Update as needed.
♦ Collect email addresses for electronic

distribution of information.

♦ Identify known interested parties,
agencies, etc.

♦ Acquire contiguous property owners
and occupants list from RP or permit
applicant.

�������	!���	���2	%���
�����������

Public Participation Specialist Project ManagerPPS, PM, or clerical support
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♦ Review & approve ads.

♦ Identify media to use.

♦ Prepare public notice/radio ad.
♦ Obtain bids for radio ads.
♦ Prepare service authorization.
♦ Place ads as directed.
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Public Participation Specialist Project ManagerPPS, PM, or clerical support
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♦ Identify need/objective/time frame.

♦ Identify location.

♦ Coordinate the development of the
agenda.

♦ Coordinate development of presenta-
tions for all participants.

♦ Review/approve presentations.

♦ Conduct dry runs.

♦ Approve graphics/handout text.

♦ Make meeting room arrangements.
♦ Arrange for interpreter/court reporter, if

needed.
♦ Prepare meeting supplies (sign-in

sheets, name tags, comment forms).

������	��������	���2	%���
�����������

Public Participation Specialist Project ManagerPPS, PM, or clerical support

♦ Coordinate with PPS on meeting plans.
♦ Prepare presentations.
♦ Participate in dry runs.
♦ Coordinate with PPS on graphics.
♦ Participate in meeting.
♦ Develop graphics/handout text.
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MEETING TYPE DEFINITION

Briefings Meetings designed to provide participants (usually officials or decision makers) with
the information they need to answer questions they are likely to receive about the site
from community members.

Workshops Semi-structured gatherings or seminars to assist the public in gaining a better
understanding of complex or technical project-specific issues.

Open Houses Informal gatherings at which community members drop in and talk directly with
individual DTSC staff or other specialists about specific project concerns and
questions.

Community Meeting Structured meetings which include formal presentations, Community meetings give
all interested parties the opportunity to discuss project issues with each other and the
regulatory personnel making the decisions.

EIR Scoping Meeting Agency or public scoping meetings are held at the beginning of the EIR process to
obtain input on specific environmental issues which should be addressed in the EIR.

Remedial Action Plan Formal meeting, held during the required minimum 30-day public comment period,
(RAP)/Removal Action on the draft RAP/draft RAW designed to present information and to discuss and
Workplan (RAW) Meeting receive input on the proposed plan. (Note: A RAW meeting may not be required if

public interest is low.)

OTHER MEETINGS: Informal meeting with community groups to discuss project issues/concerns of
Small Group particular interest to a group.

Technical Review A meeting of a team of technical experts, including a minimum of one community
Committee (TRC) person, who are managing the investigation of a hazardous waste project at a
Meeting military base.

Restoration Advisory A meeting of a team of technical experts, in conjunction with community members,
Board (RAB) Meeting that are responsible for reviewing and monitoring the progress of remediation at

military base.

Interagency Meeting designed to bring together agencies involved or interested in a project or
decision in order to disseminate information, coordinate actions, review proposals,
etc. May also involve private groups or individuals. (NOTE: Once a private individual
(not the project proponent) is invited to an interagency meeting, the meeting is open to
all members of the public.)

Panel Discussions Forums put on to present a variety of viewpoints on a specific issue. Usually involves a
moderator and may evolve into a debate. Speaking time is limited, with a portion of the
time given to questions from the audience or another panel.

Community Advisory Group A formal assembly of community representatives, meeting regularly to discuss a site’s
or facility’s progress. Membership may or may not include agencies, although
agencies are usually invited to participate. Decisions by the group are passed on to
the lead agency for consideration.
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___ Arrange a date, time and place that is convenient for the Briefing recipient.

___ Date, time and location of Briefing:

Date: ___________________________________________

Time: ___________________________________________

Location:_________________________________________

___ Notify key state and local officials, citizens, and other interested parties of the Briefing (if applicable)

___ Prepare presentations

___ Prepare and copy any handout materials

___ Conduct dry run

___ Conduct Briefing

___ Follow-up on any questions which were unable to be answered during the Briefing
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___ Purpose of Workshop: ________________________________________________________

___ Estimated number of attendees: ________________________________________________

___ Plan the Workshop:

___ Identify topics to be presented

___ Identify agency officials to present topics, handle registration

___ Prepare handouts, other information materials

___ Location of Workshop:

___ Facility name, location: __________________________________________________

___ Contact person at facility: ________________________________________________

___ Phone number: ________________________________________________________

___ Occupancy size: _______________________________________________________

___ Handicap accessibility:    ___Yes    ___No

___ Features: ___Restrooms
___Public Telephone
___Adequate Parking

___ Date and Time of Workshop:

Date:____________________________________

Time:____________________________________

___ Prepare draft notice announcing Workshop (public notice, flyer)

___ Coordinate internal review of notice

___ Prepare final notice

___ Send Workshop notice

___ Make telephone calls to key community leaders to notifying them of the workshop
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___ Location for Open House:

___ Facility name, location: __________________________________________________

___ Contact person at facility: ________________________________________________

___ Phone number: ________________________________________________________

___ Occupancy size: _______________________________________________________

___ Handicap accessibility:    ___Yes    ___No

___ Features: ___Restrooms
___Public Telephone
___Adequate Parking

___ Date and Time of Open House:

Date:____________________________________

Time:____________________________________

___ Prepare draft notice of Open House (public notice, flyer)

___ Coordinate internal review of notice

___ Prepare final notice

___ Identify agency officials to attend Open House

___ Notify citizens of Open House

___ Direct mailing to citizens on project mailing list

___ Verify the mailing list is up-to-date

___ Request mailing labels

___ Public notice in local newspaper(s)

___ Prepare handouts, other informational materials for Open House

___ Make telephone calls to notify key community leaders of the Open House

___ Interpretation
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                     Production Time (in work days)
Activity 30 25 20 15 10 5 Mail Date

Determine preferred date              X 0

Find meeting location             X 0

Check with key community members to determine if they will be able to
attend; ask if there are items that should be discussed at the meeting            X 0

Contact newspaper (or DTSC contract provider) and other media to
determine billing needs and proper format for information X 0

Meet with staff who will make presentations at the meeting to establish
agenda and goals; determine responsibilities X 0

If topics are identified that cannot be addressed by staff, identify
individuals with appropriate expertise and ask them to participate X 0

Begin working with graphic artist to develop graphics  X 0

Develop flyer for distribution to community members X 0

Develop newspaper advertisements and/or public service
announcements (PSAs) X 0

Arrange for court reporter, if applicable X 0

Circulate ads or PSAs for concurrence    X 0

Review graphics and revise if necessary    X 0

Send ads or PSAs to media or DTSC contract provider         X 0

Locate necessary equipment and determine billing needs and/or
reserve equipment                      X 0

Make certain that ads/PSAs are appearing as scheduled                      X 0

First dry run, with graphics                     X 0

Revise graphics, if necessary    X 0

Determine which graphics should be used as handouts; print copies    X 0

Second dry run, with evaluation            X 0

Make sure equipment will be available                 X 0

Make sure all handouts, view graphs, and other graphics are ready                    X 0

Pick up equipment                       X 0

Review checklist                        X 0

Arrive at meeting place at least one hour early to check room, set up equipment,
chairs and tables (earlier if a third dry run will be held in the meeting room)                         X0



Public Participation Policy and Procedures Manual * October 2001 Chapter 6, Page 88

�
$����	H7@(

�
�������	�������?1������	�$��2����

Planning Meeting Date: _________ Project: __________________________________________________________

Meeting/Hearing Purpose: _______________________________________________ Targeted Date: ____________

Participants: ________________________________________________________________________________________

___________________________________________________________________________________________________

Meeting/Hearing Preparation Activities Responsible Person(s) Due Date

___Set meeting/hearing goals ____________________ _______

___Set date and time ____________________ _______

___Set meeting location (schedule) (map) ____________________ _______

___ Prepare Service Authorization ____________________ _______

___ Send Insurance Certificate Letter ____________________ _______

___ Expected number of people attending ____________________ _______

___ Seating capacity ____________________ _______

___ Contact person at facility and phone number ____________________ _______

___Schedule court reporter (contract) ____________________ _______

___Schedule interpreter (contract) ____________________ _______

___Notify panel participants ____________________ _______

___Prepare agenda ____________________ _______

___Prepare meeting evaluation forms ____________________ _______

___Prepare public comment forms ____________________ _______

___Prepare comments for keynote speaker/hearing officer/facilitator ____________________ _______

___Prepare oral presentations ____________________ _______

___Select facilitator (name) ____________________ _______

___Prepare visuals (slides, graphics, display) ____________________ _______

___Set day, time and place for participants rehearsal ____________________ _______

___Select rehearsal facilitator (name) ____________________ _______

___Outline meeting/hearing ground rules ____________________ _______

___Follow-up coaching for participants ____________________ _______

___Reserve equipment ____________________ _______

___Arrangement for room, keys, etc. ____________________ _______

___Bring equipment to meeting room (if applicable) ____________________ _______

___Coordinate with the Public Information Officer (PIO) ____________________ _______

___Set date/time for debriefing meeting ____________________ _______

___Select debriefing facilitator (name) ____________________ _______
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Announcement Activities Responsible Person(s) Due Date

___Call key agencies ____________________ _______

___Print mailing labels ____________________ _______

___Prepare and send fact sheet ____________________ _______

___Prepare and send press release ____________________ _______

___Prepare and place radio ad ____________________ _______

___Prepare and place display ad ____________________ _______

___Send materials to repositories ____________________ _______

___Prepare and send meeting flyers to mailing list ____________________ _______

Room Arrangement Activities
___Room layout ____________________ _______

___Room set-up (tables, chairs, press) ____________________ _______

___Room opens (time) ____________________ _______

___Room closes (time) ____________________ _______

___Set-up time ____________________ _______

___Security: YES  NO ____________________ _______

___Janitorial services ____________________ _______

___Restrooms (open/location) ____________________ _______

___Lights (switch location(s) ____________________ _______

___Ventilation ____________________ _______

___First Aid Supplies ____________________ _______

___Refreshments ____________________ _______

___Lecterns ____________________ _______

___Rental fees? ____________________ _______

___Return room to original condition ____________________ _______

Equipment
___Slide projector/bulbs ____________________ _______

___Overhead projector/bulbs ____________________ _______

___Film projector ____________________ _______

___Projector bulbs ____________________ _______

___VCR/Monitor ____________________ _______

___Screen ____________________ _______

___Microphones (stationary/remote) ____________________ _______

___Cassette recorder/tapes/batteries ____________________ _______

___Press hook-up ____________________ _______

___35mm camera/tape ____________________ _______

___Video camera/tape ____________________ _______

___Extension cords/3-prong plugs ____________________ _______

___Pointers ____________________ _______
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Supplies Responsible Person(s) Due Date

___Name plates/name tags ____________________ _______

___Directional signs ____________________ _______

___Copies of agenda/evaluation forms ____________________ _______

___Copies of most recent fact sheet ____________________ _______

___Copies of generic fact sheets ____________________ _______

___3 x 5 index cards ____________________ _______

___Pens ____________________ _______

___Markers ____________________ _______

___Easel/flip chart ____________________ _______

___Blank paper and poster paper ____________________ _______

___Chalk ____________________ _______

___Eraser ____________________ _______

___Masking tape ____________________ _______

___Scissors ____________________ _______

___Business cards ____________________ _______

___Pointer ____________________ _______

Meeting Follow-up Activities
___Return equipment ____________________ _______

___Debriefing among participants to evaluate meeting/hearing ____________________ _______

___Respond to requests for information ____________________ _______

___Distribute transcripts/minutes ____________________ _______

___Action items list ____________________ _______

___Response to public comments ____________________ _______

___Prepare meeting evaluation and distribute ____________________ _______

___Send “thank-you” letters ____________________ _______
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♦ Identify need/objective/time frame.

♦ Identify location.

♦ Coordinate and develop agenda.

♦ Coordinate development of presenta-
tions for all participants.

♦ Review/approve presentations.

♦ Conduct dry runs.

♦ Approve graphics/handout text.

♦ Make meeting room arrangements.
♦ Arrange for interpreter/court reporter, if

needed.
♦ Prepare meeting supplies (sign-in

sheets, name tags, comment forms).

������	1�������	���2	%���
�����������

Public Participation Specialist Project ManagerPPS, PM, or clerical support

♦ Coordinate with PPS on meeting plans.
♦ Prepare presentations.
♦ Participate in dry runs.
♦ Coordinate with PPS on graphics.
♦ Participate in meeting.
♦ Develop graphics/handout text.
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♦ Advise Project Manager on
organization & scope.

♦ Reviews response to comments for
clarity & responsiveness.

♦ Responds to comments on PP Plan.

♦ Elevates community comments--refers
them to DTSC management for
consideration, if necessary.
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Public Participation Specialist Project ManagerPPS, PM, or clerical support

♦ Writes draft response to comments.
♦ Refers comments to other appropriate

DTSC staff to draft responses.
♦ Distributes draft for final review.
♦ Finalizes and distributes the response to

comments and documents.

����

��������
�

13�



Public Participation Policy and Procedures Manual * October 2001 Chapter 6, Page 111

���	��
�"���
�����
�
���
��	�����������������
���
������
�
���
���������		���������

#��������������������		�#������
����
�
���
������#������������������������
�����

��������"

�����
�����������
(�������������
(����������"��������������	�����
����
�
���
�


������	���������������������������
������������������������������
��������!
��

�������������
�����
���"��������
(
���������������
����
������	�

�����	��
��	����

���
	���������������������"������������������������
(�������������������

��������� 
����������
��	
���,��
���
�	������������������� 	���	������
��04��������

��������� /
"�"�� �����
�����
����������
�������	��0"� ��� 
�� 
�
����
��� ���������������

#��!��	���	��#
��������	���	�������	��������������������������������������
(��

�������
������
�������
���������#��������������������	����������	�����������	�

�������
���������
�����
�����
���������
���������"

��	
����
��1��	������������������������������������,��
����������������

�������������������������
	��	���������
��	
�"�1�#������
��
�������
�	
�������

������������������������������		�#
������
�
���
����
���	������������
��$����
�

�

�����"

♦ ������#�������
�����
��	
����������4

♦ ����������������
	
���	
��4

♦ ������#����
��
�
��		����+�����������
���������,��
����������������4�����

♦ ����
�������
�����
��
����"



����������	
�	�

��	����������	�
���
�

������	�����������
�	������

�1����%	H	����*&+	*

*��
�����
�	%��
���
����



�$�����	H"	�����
�	*

*��
�����
�	%��
���
����

�����	
�	�
������

.�����������)�����������

*����
�# """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55>

,��
���
�
	
�
�� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55>

�
�
�� """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55>

�
����
�
���
�� """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55>

1'� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55=

�����
+��� """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55=

,�
��
������������� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55=

3��
�
�����
���,����� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 558

�
����
�
���
�� """"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 558

1'� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 55D

-)�
�
��8 <=���������
���,�
��
���������������.
�� """""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 8 557



Public Participation Policy and Procedures Manual * October 2001 Chapter 6, Page 114

������	�����������
�	���2�	���	���$��/���

�����
�	*	♦ 	*��
�����
�	%��
���
����

&�������

��������
�����
��
���
�������
��$�����
	��������	
�����
��	����
��������������
�����

���
	
���/����		��
����
��	
��	
���������������	���	���������������
����������
��	
�0"

����������
��!�����������������
�� ��	��������
�
�
��������������	� 
�������
��

����������%����(�������#�����
���
��
�������
��������
��
���
������"�������� 

�
�����
��
���
����		�#����������������
����
��	
������������
�������
���������

��������� ��
���
���	����������
�	����
��������
�
�
�������������
���
��
������
�
 

�
��"���������
�����
��
���
��������
��!����������������������3��
�
�����
��

,����������
��$�����
	�"

,��������,�
��
����������������	�#�������	
��
��������������������		��������
���

��
��
����"

%���
�����������

������

������
��
���
����������������	
������������,���
�	��#��!����
������
�
������
�
�
�� 


������������
�	����
��"�,�
��
���
����������#��������������������
����
�
���
��

���
�
�
���/
��	��
�������������������	������-3�0�������	��#
����������	
������
�
 


��
��� �
��
�	
��"

♦ Establish location.

♦ Identify documents to be included.

♦ Monitor status during project.
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Public Participation Specialist Project ManagerPPS, PM, or clerical support

♦ Identify documents to go to repository.

♦ Provide copies to library for inclusion.

♦ Maintain inventory of documents sent to
each repository.

♦ Send documents.
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Date: __________________________

Repository Address: _________________________________________________________________________________

Contact Person: ________________________________________________________ Phone #: ____________________

Project: ____________________________________________________________________________________________

Project Manager: ____________________________________________________________________________________

Public Participation Specialist: _______________________________________________________________________

The following documents should be organized in binders that are easy to use and convenient for the repository host. For
projects that involve a large number of documents, separate file boxes should be provided as a convenience to the repository
host to ensure that the documents remain organized.  NOTE: Not all documents are required to be placed in the repository.

Date of
Deposit Materials Location in Repository

_________ Background information on the site/facility ___________________

_________ Public participation plan (if developed) ___________________

_________ Draft permit ___________________

_________ Draft RAP ___________________

_________ Draft RAW ___________________

_________ PEA ___________________

_________ Final RAP ___________________

_________ Report prepared as part of the corrective action investigation, including the
RFA, RFI and the CMS ___________________

Fact sheets prepared on the draft permit or corrective action plan:

_________ Fact Sheet #1: _______________________________________________ ___________________

_________ Fact Sheet #2: _______________________________________________ ___________________

_________ Fact Sheet #3: _______________________________________________ ___________________

_________ Notice of decision ___________________

_________ Response to comments ___________________

_________ Copies of relevant Federal & State statutes, regulations & guidance documents ___________________

_________ A copy of the DTSC Cooperative Agreement ___________________

_________ Documentation of site sampling results ___________________

_________ Brochures, fact sheets, and other information about the specific site/facility
(including past enforcement history) ___________________

_________ Copies of news releases and clippings referring to the site ___________________

_________ Any other relevant material (e.g. published studies on the potential risks associated
with specific chemicals that have been found stored at the site) ___________________


